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RD I nstruction 2006-B
PART 2006 - MANAGEMENT
Subpart B - State |ssuances
§2006.51 Ceneral

State issuances should be limted to those necessary to suppl ement
Nati onal issuances. They may not alter an Agency’s policies or procedures.
State issuances should not inpose unnecessary burdens or create the need for
Field Ofice staff to consult other than National issuances unless there is a
definite need. They should be clearly and sinmply witten. They should
m ni m ze paperwork and the cost of the issuance should al ways be consi dered.
This Instruction specifies authorized types of State issuances and provides
for a standardized format. The Regul ati ons and Paperwork Managenment Divi sion
Nati onal O fice, provides assistance for matters dealing with State issuances;
program area offices will provide guidance relating to content.
(Revi sed 04-30-96, SPECI AL PN.)

8§2006.52 Responsibility and approval authority.

(a) The State Director is responsible for and authorized to plan

organi ze, maintain, supervise, approve, duplicate, and issue State
i ssuances according to authorities and routines prescribed in this
I nstruction.

(b) The State Director of Puerto Rico is authorized to translate into
Spani sh FnHA forns used by applicants or borrowers. The State Director
of Puerto Rico also may issue necessary Agency forms in Spani sh which
are not based on Agency English forns. Standard Government or
Departnental forms may not be translated. Agency fornms translated into
Spani sh carry the sane date and nunber as the English original except
that the letter "S' appears as a suffix to the form nunber. For

exanpl e, nunber the Spanish translation of Form RD 431-2, "Farm and Home
Plan," as "Form RD 431-2(S)." Spanish fornms not based on an English
formbear the regular State formnunber. An English translation nust
acconpany each Spanish form \Wen transmtting translated forns on Form
RD 2006-3, "Instruction and Form Justification,” show the follow ng
statenent in lieu of answers to the itens listed on the form "The
translation is a true and practical interpretation of the original."

(c) The Administrative Oficer, or other official designated by the
State Director, is responsible for the coordi nation, clearance, and

rel ease of State issuances; the maintenance of the State issuance
system the continuous anal yses of State issuances; and the
recomendati on of inprovenents in issuances and operati ons when needed.

DI STRI BUTI ON:  WsDC Admi ni stration
Managenent
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RD I nstruction 2006-B
§2006. 52 (Con.)

(d) Al State Ofice officials are responsible for knowi ng and keepi ng
currently advised of all policies and procedures affecting their
operation; for devel oping State issuances to supplenent Nationa

i ssuances when necessary; and for training field personnel in the

est abl i shnent and use of new or revised i ssuances affecting operations
under their jurisdiction. The District Director and State Ofice
officials are responsible for training County Ofice personnel in the
establi shment, maintenance, and use of State issuances.

(Revi sed 04-30-96, SPECI AL PN.)

82006.53 Authorized State issuances and definitions.

(a) State Directors are authorized to issue to enployees, the types of
i ssuances listed in this section. Al State issuances should fal
within the definition of one of the authorized types. The format for
each of the issuances follows National issuance format. Use different
col ored paper to distinguish State from Nati onal issuances.

(Revi sed 04-30-96, SPECI AL PN.)

(1) State Administrative Notices (ANs) are tenporary issuances
which the State Director may use to provide limted information or
interpretation to clarify existing policies or procedures. An AN s
not used to nodify, change, or establish policies or procedures.

ANs are applicable for a limted tinme and may be used for one-tine
announcenents or requests, e.g., requests for special interna
reports or rem nders of continuing internal reports.

(2) Unnunbered letters are informal letters which the State
Director may use to nake general announcenents of a nonprocedura
nature to inform State Agency enpl oyees about matters of
procurenent, organization, or managenent and to inform an Agency’s
borrowers about matters of general interest. An unnunbered letter
is not used to change or nodify existing policies or official
operating procedures or to establish new policies or procedures.

(3) Table of Contents and checklists for GQuide letters, ANs and
Forms are listings of current issuances.

(4) Forms Manual Inserts (FMs) are sanple copies of forns with
directions on the purpose of a form references to Instructions
requiring its use, information to be inserted on the form nunber of
copies to be prepared and who is to sign; and distribution of the
form FMs are primarily to assist Agency enpl oyees; fornms to be
conpl eted by the public may or may not have an FM but do have
directions for conpletion printed within the body or on the reverse
side of the form

2
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§2006. 53 (

(03- 23- 83)

RD I nstruction 2006-B
a) (Con.)

(5) Forms. State fornms are prescribed in State Instructions. They
are designed for use only in a particular state. (Revised 5-4-83,
PN 880.)

(6) @uide letters are sanple letters which prescribe the style and
contain information for use in preparing a letter or nenorandum
They are intended to save time in conposition, obtain uniformty in
handl ing simlar transactions and to expedite work flow. They are
useful when it is not practical to establish a printed form and when
it is not appropriate to use a printed letter. Qide letters
contain cross-references to Instructions and other directives
requiring their use

2A
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RD I nstruction 2006-B

§2006. 53 (a) (Con.)

(b)

(7) State Instructions supplenment National Ofice Instructions when
necessary and specifically authorized to handle |ocal situations
They prescribe methods for conducting business, clarify Nationa
Ofice Instructions, and apply State law to National Ofice

requi renents. They are issued in the same classification and fornat
as National Ofice Instructions.

(8) State Procedure Notices (PNs) transmt announcenents and
summari ze new and revised directives. They are issued in the sanme
format as National Ofice PNs which are issued weekly to State,
District and County Ofices.

(9) Tables of Contents are listings of every current State
Instruction indicating its classification, subject, and date of
i ssuance.

| ssuances containing reporting or recordkeeping requirenents

i nposed on 10 or nore nenbers of the public are prohibited except when
required by State law. |ssuances required by State | aw which contain

these requirenments nust be subnmitted to the National O fice for prior

approval in accordance with §2006.55(a).

(c)

(1) The term"public" includes applicants and borrowers. It may
al so be individuals, partnerships, associations, corporations,

busi ness trusts, or |egal representatives, an organi zed group of
persons, a State or territorial CGovernment or branch, or a politica
subdivision. 1t does not include agencies, instrunentalities, or
enpl oyees of the United States.

(2) "Recordkeeping and reporting” requirenments include requirenents
for the collection or recording of information. This includes

I nstructions, ANs, Forms, FMs, or Cuide Letters which contain

requi renents to provide information or maintain records. It

i ncludes repetitive or single-time requests.

(3) The term"10 or nore" nmeans that answers are required to
identic questions from 10 or nore nenbers of the public or that 10
or nore nmenbers of the public are required to keep records. In
determ ni ng whether information is being collected from"10 or
nore", when the primary or principal respondents nust obtain from
others the same information that is requested of them (e.g., prine
contractors obtaining information fromtheir subcontractors), the
secondary respondents are al so i ncl uded.

State Directors may request the National Ofice to issue a Nationa

formor instruction if there is a need for reporting or recordkeeping
requirenents to be inposed on 10 or nore nenbers of the public which are

not

(3-23- 83)

required in existing RD Instructions or by State |aw. The request

3
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RD I nstruction 2006-B
§ 2006.53(c) (Con.)

shoul d be nmade by nmenmorandumto the Administrator, Attention: Directives
Managenment Branch. The menorandum shoul d t horoughly explain the need
for the formor Instruction and include a recommended draft.

82006.54 Coordination, clearance, and rel ease of State issuances.

The responsible official wll:
(a) Determne the type of issuance.
(b) Set up a file to include the approved drafts and opi ni ons.

(c) Draft and anal yze the proposed issuance for effectiveness and
conformty with applicable policies and standards.

(d) Arrange for clearance of the proposed issuance with officials
concerned, including the Finance Ofice when appropriate.

(e) Coordinate comments of all interested officials. Refer differences
of opi nion which cannot be reconciled to the State Director.

(f) After approval by interested officials, edit the proposed issuance.
Al'l issuances nmust identify the originating office and date of issuance.

(g) Obtain clearance of the Regional Attorney or Attorney-in-Charge
when appropri ate.

(h) Prepare Form RD 2006-3 and necessary authorization for application.
(i) Submt the proposed i ssuance and approved drafts and cl earances to
the State Director for approval.

(j) Upon approval by the State Director, arrange for reproduction,
punching material for filing in binders, distribution, and National
Ofice clearance. Defer reproduction for issuances requiring National
Ofice prior approval. See Section 2006.55 (a). |In addition to the
State, District, and County Ofice Distribution, furnish sufficient
copies to the Regional Attorney or Attorney-in-Charge, and the
appropriate Regional Inspector General of the Ofice of the |Inspector
Ceneral according to arrangenents between the State Director and these
officials. See 82006.56 for distribution to the National O fice and the
Fi nance Ofi ce.

(k) Send work file to the permanent State files.



RD I nstruction 2006-B

§ 2006.55 Review and approval of State issuances by National Ofice.

Submt all State issuances to the National Ofice for either prior
approval, post approval, or informal review |If the issuance involves |egal
i ssues, attach a copy of the approval or recommendati ons of the Regional
Attorney or Attorney-in-Charge. (Revised 07-27-94, PN 229.)

(a) Prior approval.

(1) Submt drafts of State Instructions, State ANs, State Forns,
FMs, and State Guide Letters to the National O fice for prior
approval when:

(i) Prior approval is specifically required by the National
O fice issuance authorizing a State issuance.
(Revised 11-15-89, PN 122.)

(ii) The issuance contains reporting or recordkeepi ng
requi renents inposed on 10 or nore nmenbers of the public and is
required by State law. (See 8§ 2006.53(b).)

(iii) The National Ofice specifically requires that a
particul ar State issuance or class of issuances be submtted
for prior approval for a limted tinme. (Added 11-15-89,

PN 122.)

(2) Send a copy of the proposed i ssuance with Form RD 2006-3 to the
Nati onal O fice. Upon receipt of National Ofice approval and

i ncorporation of any required changes, duplicate and rel ease the

i ssuance. Send two copies of the duplicated issuance to the
National Office with the PN. (Revised 08-21-91, PN 171.)

(b) Post approval. Submit State Instructions, State ANs, State Forns,
State FMs, and State Guide Letters which do not require prior approval
to the National Ofice with Form RD 2006-3. Consi der post approval

i ssuances approved unless notified of disapproval or conditional
approval. (Revised 11-10-99, PN 312.)

(c) Informal review. Subnmit two copies of all State issuances which do
not require prior or post approval to the National Ofice for an
informal review. Do not submit these issuances with Form RD 2006- 3.
(Added 11-15-89, PN 122.)

5
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RD I nstruction 2006-B
§ 2006.55 (Con.)

(d) National Oice submission. The State Director sends State

i ssuances directly to the Division/Staff Director primrily
responsi ble for the subject matter covered by the issuance. See
RD I nstruction 2003-A for the assignnent of functions for National
O fice organizational units. (Revised 11-10-99, PN 312.)

(e) National Ofice review and approval. The National Ofice official
to whomthe issuance is sent is responsible for any coordi nati on needed
with other National Ofice officials. (Added 08-21-91, PN 171.)

(1) Prior approval. The National Ofice Dvision/Staff Director
primarily responsi ble for the subject matter covered by the issuance
i ndi cates approval or disapproval on Form RD 2006-3 and notifies the
State Director of the approval or disapproval and any recomended
changes. The conpl eted Form RD 2006-3 and a copy of the issuance is
sent to the National Ofice Records Unit. (Revised 11-10-99,

PN 312.)

(2) Post approval. The National Ofice Division/Staff Director
primarily responsi ble for the subject matter covered by the issuance
i ndi cates approval or disapproval on Form RD 2006-3 and notifies the
State Director only if the issuance is not approved or if changes
are recommended. The conpl eted Form RD 2006-3 is sent to the

Nati onal O fice Records Unit. (Revised 11-10-99, PN 312.)

(3) Informal review. National Ofice officials reviewing State
i ssuances subnmitted for informal review should informthe State
Director of any problenms or recommendati ons. The review ng
officials determ ne whether to retain or discard the issuance.

88 2006. 56 - 2006.60 [ Reserved]

§ 2006.61 Adnministrative Notices (ANs).

The AN follows the sane format as the National Ofice AN but includes the
State Ofice identification. Nunmber ANs in the order in which they are
issued. In the upper right corner of the first page of the AN, include the
classification nunber in parentheses after the serial nunber. At the bottom
left corner of the first page show an expiration date not |later than the | ast
day of the twelfth nmonth after the nonth in which the ANis issued. At the
bottomright corner of the first page of the AN include the instructions for
filing the AN in the Instruction manual, e.g., Filing Instructions: Preceding
State Instruction 1924-A

6
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RD I nstruction 2006-B

82006. 62 Unnunbered letters.

The State Director may issue an unnunbered letter for personalized
messages or other information not appropriate for ANs or Instructions.
Exampl es include matters of general interest to enpl oyees such as health care
prograns and training opportunities, and matters of general interest to
borrowers such as recommended i nproved farm ng practices. An unnunbered
letter may include itens related only to FrHA and may not include references
to specific firms or brand nanes unl ess necessary for clarity.

82006.63 State forns.

The State Ofice may issue a State formonly when an FnrHA or other form
has not been prescribed for use or when an FnHA form cannot neet the
requirenents for use in the State. Forns nust be essential to the conduct of
FmHA business. County and District Ofices are not authorized to issue forns.
If County or District Ofice enployees believe that a new formis necessary,
they may submt the proposed formto the State Director for consideration as a
State form

(a) Assign a State form nunber to each State form (except one-tine-use
forns) used in the State, District, and County Ofices. The State form
nunber will include the State abbreviation as part of the prefix to the
assigned form nunber which relates to the instruction that prescribes
the use of the form The formnnunber is followed by a serially assigned
suffix nunber, e.g., if New York had a State formto obtain information
fromlandlords or creditors with regard to applications for |oans, the
formwoul d be nunbered FnHA-NY 410-1. |Include the date of the origina
approval or revision date under the formnunber. Design fornms to be

6A
(Revi sion 2)
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RD I nstruction 2006-B
§2006.63 (a) (Con.)

addressed to the intended recipient with either a dot or brackets to
designate the space in which the nane and address of the addressee
will be inserted. This will sinplify the use of the form and
facilitate the u*e of standard w ndow envel opes. National forns of
this type, such as Form RD 450-13, "Request for Assignnment of |ncone
From Trust Property,” illustrate the placement of dots for this

pur pose.

(b) As a general rule, State forns are reproduced in the State
Ofice. However, if nore than 10,000 copies of a particular form
are required for use annually, the approved formmy be submtted to
the National Ofice for printing. |If there are special design

probl enms or other reasons which prevent reproducing the format the
State Ofice, submit the approved State formto the National Ofice,
Records, Forns and Conmuni cati ons Branch, for designing and printing
t he requested nunber of copies.

8§2006.64 National fornms prescribed for individual States (reordering).

Because of variances in State |aws, separate National forns, such as
nort gages and deeds, are prescribed for use by individual States. To
di stinguish these forns from State forns, the abbreviated nane of the State is
at the end of the formnunber. Wen a State Ofice has nore than one State
under its jurisdiction, use the nane of the headquarters State in the form

nunber if the formis for use in that State. |If, however, the formis for use
only in a State other than the headquarters State, use the nane of that other
State in the formnunber. Include the nane of the State(s) in which such a

| egal formmay be used in the heading of the form

(a) To reorder FnmHA | egal series fornms when the State Ofice inventory
of a particular legal series formreaches a 6-nonth supply, the State
Director will:

(1) Obtain fromthe Regional Attorney or Attorney-in-Charge a
menor andum approvi ng any changes in the form or continued use
wi t hout change.

(2) Forward the menmorandum fromthe Regional Attorney or Attorney-
in-Charge to the National Ofice, with any recommendati ons fromthe

State Director. |Indicate the quantity on hand in the State Ofice,
the estimated annual usage, and the date the new supply will be
needed.

(b) After approval by the National Ofice, the formw Il be printed and
distributed to the State O fice. Wen a nortgage formis revised, the
State Ofice will, if necessary, retain a small supply of the old form
for servicing cases as required by State | aw

82006.65 Cuide letters.

Each State O fice may issue State Quide Letters in the sane format as
Nati onal Cuide Letters except that the Guide Letter nunber will be preceded by
the two-letter state abbreviation, (for exanple, FnHA [ND] Guide Letter 1960-
A l).
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RD I nstruction 2006-B

82000.66 Instructions.

I ssue State Instructions only when authorized by National Ofice
Instructions for when State or local |aws or regul ations make it necessary.
Correlate the State Instruction with the basic National RD Instruction
Identify State Instructions with the abbreviation of the State or States
served and assign the Instruction nunber of the corresponding National RD
Instruction. For exanple, nunber an Al abama Instruction supplenenting RD
Instruction 1955-A "AL Instruction 1955-A " |1ssue only one State Instruction
for each National RD Instruction. Revise State Instructions as needed.

Insert the notation "State Supplenment” on the margin of each paragraph of the
Nati onal Instruction supplenmented by the State Instruction

8§2006. 67 Procedure Notices (PNs).

(a) Each State Ofice shall include the following in State PNs:
(1) GCeneral notice materi al
(2) WMaterial describing or listing new or revised i ssuances,

(3) Instructions for inserting and renoving material fromthe
I nstruction and fornms nmanual

(4) Instructions for changing state issuances; and

(5) Instructions for using, requisitioning, and disposing of new,
revi sed, replacenment, and obsol ete forns.

(b) Each State Ofice shall issue State PNs to every office under its
jurisdiction as needed.

(c) Each office maintaining a State PN shall retain it for six nonths
followi ng the date of issuance and then destroy it, except for the
mast er manual hol der.

82006. 68 Tabl e of Contents.

Each State O fice shall distribute the State Table of Contents and its
sequent revisions to every procedure nmanual hol der under its jurisdiction

82006. 69 Tables of Contents and checklists for State Guide Letters and State
ANs.

The State O fice periodically will issue a Table of Contents or checkli st
of current State CGuide Letters and State ANs to be nmintained by every manua
holder. State CGuide Letters and ANs omitted fromthe current Table of
Contents or checklist or that have expired or have been superseded may be
destroyed.



RD I nstruction 2006-B

82006. 70 Forns reference list.

Each State O fice shall mamintain, revise, and issue to every appropriate
of fice under its jurisdiction each new or revised State Forns Reference List.

§2006.71 District and County O fice issuances.

State Directors may authorize District Directors and County Supervisors
to print and distribute notices, bulletins, newsletters or announcenments to
borrowers and County Conmittee nenbers in counties under their jurisdiction.
These issuances are primarily for information or rem nders to borrowers.
District Directors and County Supervisors will submt issuances to the State
Ofice for either prior or post approval as prescribed by the State Director.

82006. 72 Mui ntenance of naster manual s.

(a) Current material. Each State Ofice will maintain s master
procedure manual of current material containing:

(1) One copy of each current National Table of Contents, Formns
Ref erence List, FmHA AN Check-List, RD Instruction, FrHA AN, Forns
Manual Insert (FM), and CGuide Letter rel eased by the National
Ofice to the State Ofice.

(2) One copy of each National and State Procedure Notice for 5
fiscal years after the fiscal year in which it was released. On
Cct ober 1 of each year, destroy Procedure Notices 5 fiscal years
after the fiscal year in which it was issued.

(3) One copy of the current Federal Personnel Manual .

(4) One copy of each current issuance of the Departnental
Directives System of the Departnent of Agriculture. (Revised 4-16-
86, PN 7.)

(5) One copy of each current State Table of Contents, State
Instruction, State PN, State AN Checklist, State AN, State Forns
Ref erence List, State Form State FM, State Quide Letter Checklist,
and State Quide Letter issued in the State.

(b) Obsolete material. Each State Ofice will maintain a master manual
of obsol ete (superseded, revoked, revised or otherw se replaced)

mat eri al contai ning one copy of each of the follow ng: National

i ssuances of RD Instructions, Adm nistration Letters, and ANs classified
in the 1900 and 400 (Program Qperations) series, FMHA FMs, State
Instructions, State Admi nistration Letters, State Bulletin and AN
Checklists, State Bulletins and ANs, County O fice Bulletins, notices,
newsl etters and announcemnents, State Form Checklists, State Fornms, State
FMs, State Guide Letter Checklists, and State CGuide Letters. On

Cct ober 1 of each year, destroy this material

9
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RD I nstruction 2006-B
§2006. 72 (b) (Con.)

5 fiscal years after the fiscal year in which it was made obsol ete
District and County Offices are not required to maintain obsolete
i ssuances.

(c) Working files of State issuances. Each State Ofice will maintain
wor ki ng papers, signed copies, and rel ated correspondence pertaining to
State issuances issued by the State Director. Destroy this material in
accordance with RD Instruction 2033-A. (Revised 4-16-86, PN 7.)

(d) Binders. Each State Ofice will maintain master nmanuals in | oose

| eaf binders using appropriate indices necessary for easily locating
material within the binders. Wen an issuance becones obsol ete, make an
appropriate notation, including the nunber and date of the PN which nmade
it obsolete, at the top of the first page of the item Renove it from
the current manual and refile it in the obsol ete master manual

osol ete material may be filed in a separate binder(s) by fiscal year in
which it is nade obsol ete

§82006. 73 - 2006. 100 [Reserved]
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